
How to Assume a Total Candidate Loan 

 
For this tutorial we are assuming that you have an outstanding loan out for $4000.00 as shown in the Debt form 
below. 
 

 
 
Open the Contribution form by clicking on Activities > Contribution. 
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Click “Add” on the Contribution form. 
 

 
 
 
Create a receipt on the contribution form for the negative amount of the debt. Designate the Contribution Type 
Code as “2 Loan” and Contributor Type Code as “19 Other.” 
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Contribution Type 
Code = “2 Loan” 
 
Contributor Type 
Code = “19 Other” 

Negative $4000.00 
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Click on “ADD.” 
 
 
 
 
The following window will appear. Click “OK.” 
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Create another record on the Contribution form for the positive amount of the debt. Designate the Contribution 
Type Code as “1 Direct” and the Contributor Type Code as “20 Candidate Debt Assumption.” 
  

 
Positive $4000.00 

Contribution Type Code = “1 
Direct” 
 
Contributor Type Code = “20 
Candidate Debt Assumption” 
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The contributions created balance each other out, showing the debt has changed to a contribution for repayment 
of the candidate loan. 
 
 
 
 
 
 
 

 
 
On the top menu bar, click on Activities > Debt. 
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Click “OK” and close out 
Contribution form. 
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Add a “Current Amount Paid” amount onto the debt record that equals the amount outstanding on the debt. 
This will zero out the balance of the candidate loan.  
 

 

Current amount paid 

 
 
 
 

 


